Minerals Management Service
fnterim Policy Document

Effective Date: July 7, 2005 iPD Neo. 6508
Series: Administrative
Title: Compensatory Time Off for Travel

Originating Office: Human Resources Office, Office of Administration and Budge

. Purpese. This document provides policy and guidance to Minerals Management % TVICE
’%ﬁvﬁ} managers, Li”éﬁ%ﬁ‘ﬁuxh and %«sﬁ m;w Ha zm ?m@ nrces {}uim,a {H%“}a regar

Y "

2. Seope. This Interim Policy Document (IPD) applies to all MMS emplovees as defined in 5
L 5.0 5541(2), without regard to whether the employee is exempt from, or covered by, the
overtime pay pros isions of the Fair Labor Standards Act of 1938, as amended, with the

A, Federal Workforce Flexibility Act of 2004, Section 203, (Public Law 108111,

B. Titde 5, Untted States Code (U.S.C). T

L Tite 5, United States Code {U.5.00),
Subpart N

D, Interim OPM regulations, effective January 28, 2005,

3

-travel tme th able in accruing compensatory time off {or travel

), Subpart M.

ing e - time that procedes or intermupts fravel.

. bExtended wailing f‘i—"‘”i‘ii”%{'g - an unusually long wait during which the Ti:f}”ig‘f-ff } ¢ 15 free fo rest,
steep, or otherwise use the time for his or her own purposes (not considered time in a fravel

SExfug),
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2. Nermal duty hours — 8, 9, or 10-hour work days.

E. Exempt/Non-exempt status ~ Employee status under the Fair Labor Standards Act. This is
required in order o determine f ravel (}li?%z fe of duty hours is z@*iéemgsa compensable under the
Fair Labor Standards Act {(FLSAY or Title 5 Cod § of Federal Regulations {3 CFR.

The following do not meet the criteria under the provisions of {" ompensatory Time OfF for
Travel and are not coded as 046 on the Time and Atendance record.

Sttuations that would be compensable under the FLSA or 3 CFR include:
{1} For Exempt or Non-exempt emplovees
{a) The employee is involved m the actual performance of work while traveling

(b} The travel is incident {o the performance of work while traveling.

{¢) The travel is carried out under such arduous conditions that it is inseparable from work.
(d) The travel results from an event that could not be scheduled or controlied administratively by
+

the Government (e.g. sponsorad by a private organization)

(2} For Nen-exempt employees only, travel is compensable under the above situations, o

Iy

;*; yyee is mvolved in the actual performance of work while traveling, driving a
crformance of work under this section.
mployee is a passenger on a one-day assignment away from the emploves’s permanent

nent on a non-workday during a time period

(¢} The emplovee fravels on an overnight assignn I
hours (8 é_,.‘??{ 551.422(a3).

¥
that corresponds to the employvee’s regular duty

dj The employee chooses to travel using an ¢ &?i}d{{. mode of transportation or travel at another
ime than that offered or seleck ﬁ by the agency. The employee will receive the lesser of either
e actual travel hours or the estimated hours of [ f
travel (SCFR 551,427

R

e agency s authorized mode o

&

travel using
B

Pimes - Uninterrupted titne eating 2 meal at an airport restaurant while waiting for a

iiﬁ%é’ziéé}-iﬁ‘%m@ flight.

G, Offset time — Time that must be deducted from creditable travel time,
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(1} When waveling directly between the employee’s home and temporary duty station, outside

the himits of the enu }Ef:;m,c” §0 i a% duty station, thime must be deducted Tor the z:z;srsk‘mw
normal home-to-work/work-to } ome commuting thne,

(2} Wormal commuting time must b %mﬁuum when emplovee is required to travel outside of
regular working ?mwx between home and a trangportation terminal outside the limits of the

emplovee’s official d uty station,
Policy. The “si S must eredi {ui?;?iif‘ﬁ;hi&tg rested c&zm‘&u wable time off for travel to eligible

employees for officially ¢l for time spent away from (he employee™s official duty
station when suc % fin

s authorized tray
e 1s not otherwise “(:!’lgkﬁ\xi?

A, Creditable time,

(1} Time spent traveling between the official duty station and a temporary duty station.

(2} Time spent traveling between two temporary duty stations,

{3} The “osual waiting time™ that precedes or interrupts such travel, i.e.. one hour for domestic

o

flights, 2 hours for international Sights, unless otherwise advised by the airlines,

B, Non-greditable oime.

{1y Menl times,
{2) Normal commute fhmes.
{3) Extended wailing periods.

. Acerual of compensafory ime off for travel.

it e accrued in ncrements {}f"‘m@wagzzzzri‘;:f”% wour (15 minutes).
Additionally, compensatory f;; me off for travel will be used in increments of one-quarter hour (15

manules )

tion for compensatory time off for travel,

. Method of cal

When an emplovee’s travel involves twe or more time zones, the iéfzw zone from the point of
first departure must be used 1o defermine how many hours the emple actually spent

status for the purpose of aceruing compensatory time off for travel
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6. Responsibifities,

avel on the z‘s‘qmma‘s MMS Form
‘a %‘z’%“éma‘%} nrior o ahé.f travel, or in cases s;? unusual wait times or extended delays, 3
working days after the tavel.

{21 Submut the Worksheet, MMS Form 0047, within 5 working davs.

{33 Schedule for use, earned compensatory time off for travel feave, along with {?!”Q ected use or
iose annual leave 1 order to avold forfeiture of use or lose leave st the end of the leave vear,

B. Supervisor.

(1} Ensure that travel was officially authornized and scheduled during regular tours of duty to the
maximum extent possible

{2} Recommend approval in advance by estimating the amount of compensatory fime o be
carned by the raveler on MMS Form 0047,

ompensatory time off for travel within the established MMS guidelin

C.

£
Eiﬁi_f e

rvisors may grant requests for compensatory tine off for avel
ssociate Director (AD) or Regiona! Divec The approval
d to the Division Chiefs or iﬁa:;iiﬁfz%%éf{}%:&

-

&3

D, Human Resources Office. Provides guidance in crediting and granting the compensatory

fime off for trave! leave,

o

soordinators/ local points
ravel Regulations on

b, Finance OUtfice. After emplovee/supervisor consuitation with travel «
of contact, the finance office will provide guidance under the Federal
what iz considered aliowable for payment or reimbursement and give guidance on reconstruction

of travel

7. Procedures.

A, g Compensatory Time Off for Travel.
An ;“séo' ce must request pro jected Qé}i‘%’z.g?%;?ﬂ%;ﬁ'éﬁ?‘y’ time off for travel prior to the travel or

il days of travel in cases of u Ait times or extended delays. Request must
?*sa, made using the attached Co aory 1i ,} ‘”5 for Travel Worksheet to docurment %E“g:
travel. The completed z%;{‘sré.s::e%m; 1 actual time must be submitied within 5§ working days of

ravel.
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5. EBarung Compensatory Time OFF for Travel in Coniunction with Personal Travel

(1} In the case of an employee who is offered one mode of transportation and who is permitted
o use an alternative mode of transportation, or who fravels at a time or by a route other than that
sefected by the bureau, the burcau shall determine the estimated amount of fime in a travel status
he employee would have incurred if the emplovee %m 1 used the mode of ié‘”ﬁﬂ%;‘)@?‘%&%i(&é* offered
y the burcau or traveled at the time and by the route selected by the bureau. In determining
time in a travel status, the burean shall credit the uﬂpk}y&; with the lesser gé the two.

i

o

(2} Whenever a tr 1; s interrupted for personal reasons, the compensatory time should be
reconstructed, using as a basis the reconstrucied travel submitted on the travel voucher for the
purposes of establis hin 1 the financial obligation for avel. All such reguests must have prior
supervisory approval,

{ “*’?; In order io make an informed decision, the supervisor may request a cost comparison when

DPToVing compensatory ‘iim e off for travel in conjunction with E’?%’:Z‘*«;i'}i?éé travel. The cost
u‘;?*fmfmm should include: transportation costs, per dmm employee’s salary, and iaiégéﬁg
expenses. The costs wﬁ“‘*&foﬁ vould be the pr agu::mé actual trip with stopovers or side trip and
the reconstructed ex ;‘;m%cx without the personal travel, R constructed expenses must march %%}
information submitted on the employee’s travel voucher

C. Reouesiing Use of Compensatory Time OFF for Travel

An emplovee must request permission from histher supery isor to schedule the use of his
accrued compensatory time off for travel in accordance with a gency leave policies and
procedures. This time may be used when the employee reguests and is granted time off from

his/her scheduled tour of duty established for leave gﬁ;m"?ogm Accrued compensatory time off
for travel must be used in increments of one-guarter hour (15 minates), Pay codes to be vsed

are:
(46 - Travel for Compensatory Time ~ Famned
047 — Travel for Compensatory Time — Used

3, Time Frame for Use of Compensatory Time OFf for Travel,

(1) An employee must use his'her accrued compensatory time off for travel by the end of th
26th pay period after the pay period in which it was credited or it will be forfeited.

{23 Under the following situations the compensatory time off for o

: :uém.ﬁ .;-zz.;ai 4 reium Ea} BerVIoe ¥

an on-the-1ob injury with entitlement o injury
In the above situations. the emplovee mast use all of
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the compensatory time of? beld in abeyance by the end of the 26th pay period following the pay
period in which the employee returms to duty,

I Forfeiture of Compensatory Time OfF for Travel,

In addition to 10A above, the employee will forfeit all compensatory time off for travel under the
following circumstances:

1} Separation from Federal servic

{2} Transter to another agency, l.e., outside of DOL

(3} Movementtoa ;@ai%‘mgz in an agency that is not covered by the compensatory time off for
travel provisions. However, the gainin g agency may use ils own legal authority to give the

L%’ﬂ‘f’} OYCE credit for s ECE? mpensa @E‘ ftame ofl

F. Tracking of Compensatory Time OF for Travel

Compensatory time off for travel must be tracked and managed separately from other forms of
compensatory tme off. Pay codes 046 and 047 are used for this purpose.

?E, urther information. Further information on wmg“mnmmry time off for fravel, including
questions and answers and examples of creditable travel time, may be found under compensatory

memoranda CPM-20G3-03, at the Office of P fs@mé{,% %’é&mg nient’s wehsite,
WWW opm.zoviora/compnema/2005/2005-62,

9. Cancellation. This IPD will remain in effect until no longer needed, until incorporated into
AMS Manual, or when new OPM regulations are issued.

Hobert B Brown
Associate Divector for Administation
and Budget
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MINERALS MANAGEMENT SERVICE
COMPENSATORY TIME OFF FOR TDY TRAVEL WORKSHEET

Employee: TA#:

FLSA* Exempt: ___ FLSA* Non-Exempt:

Dates of Travel: Projected Estimate Approved:
Destination:

Is Ttinerary attached? Yes No Approving Official’s Signature Date

Part I. DEPARTURE INFORMATION (to TDY site)
DAY/DATE

Projected  Actual  Time j. Explain any differences between
Time Time Zone itinerary and actual flight times,
Depart Residence/Office and explain extended delays, early
Normal Commute Time airport arrivals or layovers:
Arrival at Airport/QOther

Flight/Other Departure Time

Flight/Other Arrival Time
Arrival at TDY site/Hotel

Meal Times -

Formeas o

Travel Day Duty Hours (Mon.-Fri.) am to pm

i.  Travel Comp Time Earned

Part II. RETURN INFORMATION (from TDY site)
DAY/DATE

Projected  Actual  Time J- Explain any differences between
Time Time  Zone itinerary and actual flight times,
Depart TDY site/Hotel and explain extended delays, early
Arrival at Airport/Other atrport arrivals or layovers:
Flight/Other Departure Time

Flight/Other Arrival Time

Meal Times -

Arrival at Residence/Ofc.

Normmal Commute Time

F mme pn o

Travel Day Duty Hours (Mon.-Fri.) am to pm

o+

Travel Comp Time Earned

Part I1II. CERTIFICATION

I certify that the information entered on this worksheet is true and correct to the best of my knowledge and belief, and that
Compensatory Time OfF for Travel claimed is not otherwise compensable as hours of work.

Traveler's Signature Date
Actual Compensatory Time Off for Travel Earned, as shown on this worksheet, is approved. I certify that travel scheduled on
non-government time is necessary, and in the best interest of the government.

Approving Official’s Signature Date

FORM MMS-0047 (June 2005) *Fair Labor Standards Act




MINERALS MANAGEMENT SERVICE
INSTRUCTIONS FOR COMPENSATORY TIME OFF FOR TDY TRAVEL WORKSHEET

PURPOSE: To request and record the amount of projected and actual compensatory time off for travel earnad.
INSTRUCTIONS: This form, reflecting projected time, along with the travel authorization and itinerary are routed to the
Approving Official prior to travel. The traveler then records actual travel times on the form.

GENERAL INFORMATION:

FLSA Exempt/Non-Exempt-Travelet’s status under the Fair Labor Standards Act {FLSA)

Time Zone- Indicate time zone. (i.e., Mountain Time, Central Time, etc.) When travel mvolves 2 or more time zones, times must

be converted to the time zone from first departure.

Explanations-(Part I. ] & Part I j) Record brief explanations of differences or discrepancies between the projected and actual

times entered. Briefly explain any early or late arrivals or departures, extended layovers, or lengthy waiting periods.

PART I. DEPARTURE INFORMATION (to TDY site)

a. Depart Residence/Office-Circle Residence or Office. Record times here only if: 1) traveling directly from residence to
Temporary Duty Site or to a transportation terminal outside the limits of the traveler’s official duty station; OR 2) traveler
went from Official Duty Station directly to the Temporary Duty Site or transportation terminal.

b. Normal Commute Time- List the usual amount of time that it takes to travel between residence and Official Duty Station.
Record times here to offset ereditable time in travel status only if: 1) traveling directly from residence to Temporary Duty
Site or to a fransportation terminal outside the limits of the traveler’s official duty station.

c. Arrival at Airport/Other- Record arrival time at airport /transportation terminal if applicable.

d. Flight/Other Departure Time -Record Projected Flight Departure time (or other mode of transportation) as shown on
Itinerary. Record the Actual Flight/Other Departure Time and the time zone.

e. Flight/Other Arrival Time-Record Projected Flight Arrival time (or other mode of transportation). Record the Actual
Flight/Other Arrival Time. Convert all times to the time zone from the point of first departure.

f,  Arrival at TDY site/Hotel- Circle TDY site or Hotel. Record the time of Arrival.

g. Meal Times - deduct the amount of time actually spent on bona fide meal periods.(i.e., 30 minutes, 1 hour)

h. Travel Day Duty Hours- If travel occurred on a Monday through Friday, record the start and stop time for that day’s
regularly paid (compensated) duty hours (hours of workday).

i. Travel Comp. Time Earned- Record Projected and Actual amount of Travel Compensatory Time off carned that is not
otherwise compensable as hours of work.

j- Explanations —see General Information (above)

PART II. RETURN INFORMATION {from TDY site)

a. Depart TDY site/Hotel-Circle TDY site or Hotel. Record the Projected Time, Actual Time, and Time Zone.

b. Arrival at Airport/Other- Record arrival time at airport /transportation terminal if applicable.

c. Flight/Other Departure Time-Record Projected Flight Departure time (or other mode of transportation) as shown on the
Ttinerary. Record the Actual Flight/Other Departure Time.

d. Flight/Other Arrival Time- Record Projected Flight Arrival time (or other mode of transportation). Record the Actual

Flight /Other Arrival Time. Convert all times to the time zone from the point of first departure.

Meal Times - deduct the amount of time actually spent on bona fide meal periods.(i.e., 30 minutes, 1 hour)

f.  Arrival at Residence/Office- Circle Residence or Office. Record times here only if: 1) traveling directly from Temporary
Duty Site or transportation terminal outside the limits of the official duty station, to residence; OR 2) traveler went directly fo
Official Duty Station from the Temporary Duty Site or transportation terminal.

g. Normal Commute Time- List the usual amount of time that it takes to travel between residence and Official Duty Station.
Record times here to offset creditable time in travel status only if: 1) traveling directly from Temporary Duty Site to
residence or from a transportation terminal outside the limits of the traveler’s official duty station.

h. Travel Day Duty Hours- If travel occurred on a Monday through Friday, record the start and stop time for that day’s
regularly paid (compensated) duty hours (hours of workday).

i. Travel Comp. Time Earned- Record Projected and Actual amount of Travel Compensatory Time off earned that is not
otherwise compensable as hours of work.

j. Explanations- see General Information (above)

PART [1I. CERTIFICATION- (Signatures required upon completion of travel)

Traveler: Sign and date certifying that all information entered on the worksheet is accurate.

Approving Official: Sign and date approving the necessity and amount of actual travel compensatory earned.

o
H




